Instructions for Using Crystal Reports - WIC

1. LOGGING INTO CRYSTAL ENTERPRISE

Go to the Missouri WIC Homepage and

|_then to the local WIC provider
homepage. Click on Data & Statistical
Reports.

Click on the Missouri WIC Data
Reports link.

If you do not have access, click on
Requires user name and password.

System: Crystall

User Name: LPHA e-mail Userid (Example: Melissa Seaver is seavem)

Password: first initial of your first name, first Initial of your last name, and the last four
digits of your SSN. (ab####)

Authentication: Enterprise

Then click Log On.
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™~

Click on the plus sign in front
of the folder named Public
Folders.

Tip!

When you click on the (+) plus
Click on the plus sign sign by a folder, you will see only
in front of the folder the folders available under that
named WIC Reports. folder.

When you click on the folder
name, you will see only the
individual files under that folder.

Click on the name of the folder that
has the report you want. The table of
contents lists the available reports.
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2. SELECTING REPORT

N

Click on the name of the report
you want to run.

When you view interactive reports, you
must log into that report again.

_PDF reports do not
/ require a 2nd log on to
view. Just click on the

report name.
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3. PARAMETERS

Interactive reports have prompt screens for
parameter values. Some parameter
screens are simple and some are more
detailed. This is a simple screen. Enter
one agency number and click OK.

This is a more complex screen. For an agency with more than one site, enter a beginning
and ending range and then click on Add Range to add it to the selected values box, then
click nn OK

N >

For an agency with only one site,
enter the single site (no label on
box), then click on the arrow to add
it to the selected values box. Then
click on OK.
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4. WIC Report

/

N

Click on the
arrows to
move from
one page to
another.

N

~Click on the Printer
icon to print the report.

N\ Click on the Export

icon to export the
report to another
format, such as PDF.

To search for an
item, say a DCN,
type in the DCN
and then click the
binoculars.

Click on the gold lock to log
out of Crystal and leave
your internet window open.
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Click on thé
“X” in the right
corner to close
the report.




